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;)07'24 la\ ' ,RECORDS M.4NAGEMENT nND CONTROLS 
,,  Application Number 

i .  __ .- ~~ ~- ! ** APPLICATION FOR . 
i AMENDMEQT TO RECORDS RETENTIOF SCHEDULE - .. ~~ . -~ 

~ -. - - -~ ~ . _ ~ ~  ~ .~ ~ 

FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed I '  , ,  . I  

J u n e  2 7 ,  1984  Application Date: 

Record Series Title: 78-323 SLiberior & S t a t e  
C o u r t  Case F i l e s  

Item number to be amended: 1 2  

Person to  Contact: Jan W - James 

656-3025 Telephone No. 
r 

Reads as follows: Cut o f f  f i l e s  a t  end  o f  each C a l e n d a r  Year. Hold i n  
t h e  c u r r e n t  f i l e s  area 7 y e a r s ;  t h e n  t r a n s f e r  t o  S t a t e  
R e c o r d s  C e n t e r ;  h o l d  4 y e a r s ;  t h e n  d e s t r o y .  

i n a c t i v e  
Amended to read: Cut  o f f l f i l e s  a t  end of  e a c h  C a l e n d a r  Year. Hold i n  

t h e  c u r r e n t  f i l e s  area 2 y e a r s ;  t h e n  t r a n s f e r  t o  S t a t e  
Records C e n t e r ;  h o l d  5 y e a r s ;  t h e n  d e s t r o y .  

! 

Reason forchange: Need a d d i t i o n a l  s p a c e  i n  c u r r e n t  f i l e s  a rea .  

AUTHORITY: 
D i v i h n  Director./Designee: Date , - - 

. I  

Records Management Officer (RM&C): 

Chief, Records Management and Con 

ESA Director: __- D a t e z .  -/y --zy .~ 

State AuditorDesignee: .- ~- Date-- 8- 3/- ?Y ~ 

Date- 6-~8By/ - ._ __ __ 
Date_k-28Z@!----=. - 

Date t/.v/y ~- 
0 

Secretary of State/Designee: 

Attorney GeneraVDesignee: -- Dat$/y&< - ~.. .- 

ESA-143 (R-5/82) 1 



OFFICE OF THE SECRETARY OF =ATE 

. .  . .  

q .  

Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
.. . 

' 2-  : * ,  Attention: Scheduling Section. . i  

I 1. Agency Address I FOR RECORW M N A G E M E k t  us; FOR AGENCY USE 

Georgia Department of Labor 
Employment Security Agency 
296 State Labor Building 
Atlanta, Georgia 30334 

~ 

r\wltcrtion Date 

11-22-78 
4ppliation Number 

Application Number 

- 
NoV 3 0 1978 IOEC 6 197g 

I .- 1 ---- 
Working fitla Telephone gumber 

Sam C. McCutchen General Counsel 656-3025. 

E' 
a. 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede: 0 Void r .  

PP Estabitsn Retention schedule; racord will continw to accumulate. 
-0 Dispose of present accumulatidn; no fprther accumulation anticipated. 

0. Dates of Series 
Earliest - Latest 

5. Records Series T i t le  ffollowed by title used in office; if different) 

1940 I 1969 Su erior and State Court Case Files .= -- I p 
6. Division a d  Office Functiin What is the function of the Division and the Office in which this record series ip created? . -  - - L l .  - 1  - 
Legal Section Provides all needed legai ServicGs in- the collection- 

of unemployment compensation taxes. Advises the 

Security Agency - all legal matters r1 - Commissioner of Labor and Director of Employment ._ 

f - 
r - 

I 

>. 
, /  

--l_ll-. 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include fwm numbersand titles, if any): 
Attach samples of the file. 

Maintaining case files relating to accusations, 
liabilities, garnishments, interventions, etc. 

lnduded are: Individual-folders for each case containing 
Statements of ACCOunt, correspondence, Court 
Orders, and other related documents. 

l i .  
, .  

File i s  arranged: -.. Chronorogically- by year cise closec; thereuhaeg; .. a 

!,' 

I,'.* 5 

\r .-I. alphabetically . , by name o f  employer :or .daimhnt ' p  - t . -  .-=::: - \  -=% ,- I- -t I -I!'\, 
I.__ #. Monthly Reference Rate How often are records referred to which are: i 

_ I  

'One-to'iix months old 
Wenw-five months and older -7 '; . _ _  

Let tey ize  drawers 

;'&van to 6 e l v e  months old 2; Thirteen to twenty-four,months old 1 
- d 

. .  I 
L .  , 2 -  . : . . -  -_ - 

- .  . *  

-3 ;*;.Other I k i f y )  - ; Legal-sire drawers : ~ ;,ShelvesJ - 
#. -Annual Rate of Accumulation of RaaDrds 

.-  . .  , .  ,. . i:..~ , - . . t  . . \. ,, .? 
\ 

% ,  

\ ', ,.. !,: ~, \\ (Ow*) : - 
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YES NO-] 10. -meionnaire~-~_ 3 1 a e  an:~XXt!wxcw&!id. i :  ___ :--L ~~ 

a. Is this the official copy of ihe series?. . _  ~. 

2.. . ~ _;~>~if.nQr. where~is  it?^^ ~. L.- .' ~~ 

-~ .__ LGa.--Code~ Ann, ~ 5.4;_F?3_7.-- 

.. .*~, . 
% *.:;,. - L  

, . '  . . .2 .~ . ,_ . .  
~ 

~~ 

b. Does the series.mntain coifidential information requiring security handling? If yes, cite law or regulation. .i 
I 

c. Is this a vital  record?^ ~. i i _ _  ._-___-__- . 
i ,  ~. - x 1_~ dI Does this series have historical or long term research value? - 

to keep the entire f i le for a tong period, could these ? 
. 

: -  

~ . ~ ~ - -  X Jx . ~ . . ~  ~.~ 

. .  
. , .  . 
. . ... 1. 

mov . 
in this series evqr analyzed and/or re&ded ina summarized report?, . ~, 

h. isthere a cfirplidtion of this series in your office, or in another office or'agency? 
.- 

-. 
- W . :: . , 

.~. 
~~ 

-- ? 
i n  Dept. of La 

series [ o r a r n ~ p o r ~ m P t i  
. record series result in a c a m 7  . .. .. . . ;; r . _. . t ~  ~. %!L. . - 

The following requires the series _. to be kept: 
-- . 

11. Ratentlon Rquirements 
. 9  

r: . .  . . .  - .- __ 7. .___years. years:' 
11 . A  . ~ ' ~  -, years.~ 

.. I 

- ~ . 4. Audit period I . i - ~  - '  

4 
- : 

a. Stata Law 

c. Federal law 
~~ 

b. Statuta of limitation ~ ~L -LA =-Z:.~;-~~ L- 56: hdministrative need . .~ 1. 
.. .. --years. . '.. f. Federal retention inrtructi&s ~ yarrr. ~. .. 1 C .  

~- . -~ 
. .  

- . -. , . . .  . . .  Attach copy or excert of laws or regulations.~ Explain administrative need. ~. 

, . r l ~  - . i  I ,  i r  .:. ... . 

Adm%nistrati$e re'fe2'ence need for'  f i l eLCif  pr r t y  '.found €&r s a t i s f y i n 4  
I - .~ . ~ . .  . .  tax  . delinquency. i ' :  . ,  

I.... ..ESA c . . Law , I i. 7 years - .  , . . , .  . ~ ~ . .  . ~ ~ , . Y .  ~.I. .:l r, :~~ ' ' .~ . - . i , _ ~  . .  IT;'<; - 
. L i 

. .  
I. .- . ,  ~F . . - .~ L. L-l . ? ,  -:- , .  '- 

,. . . 

~~ - ~ - __-. ~ _l__l.. 
12 Appwvrd Disposition Indrudonc '- ' .This&ey recom*nds that the'file series - .  be - cut off a t  the endof each: 

:. ~~. 4 -' '~~ b Cal&dar Year: 0 Fiscal Year; b 0th; _-then, 

Hold in the current files area ----month(s) 'I_--- year($); then 
0 Transfer to local holding area; hold ~. -.--year($); then 
60 Transfer to State Records Center; hold L - ~ . y e a r ( s ) ;  then 

0 Transfer to State Archives for permanent retention. 
U Other (Specify/ 

destroy 
Desuoy.' 

Thasa instructions apply to a l l  prior and future accumulations of the series. 

. 
temmmendations i&&ra- 
raph 12 are approved. 
If disepproved, attach letter 
f explanation.) 

~ ...._ - -~ ~ . 
1-5671;  ~ R w .  7 6  ~~~ 


